State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Assistant Information Systems Analyst 1380-1479-001 50000187 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DTS/Customer Services Branch/Bay-Delta Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Rodney Essex Data Processing Manager |I
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 05/09/2012
P eg_c;j%rg of Activity

POSTION SUMMARY

This position reports to the Division of Technology Services, providing dedicated support to the
Bay-Delta Office. Under general supervision in the Bay-Delta Office (BDO), Computer Assistance
Section, the incumbent receives lead guidance from the Staff Information Systems Analysis
(Specialist), providing assistance and support of information technology (IT) systems.

Incumbent must adhere to all Department of Water Resources (DWR) IT Governance Standards and
IT Policies as set by the Department’s Chief Information Officer.

ESSENTIAL FUNCTIONS:

This position requires the incumbent to work cooperatively with others, maintain regular,
consistent, and predictable attendance, and exercise good judgement. The specific essential
functions are:

Assist in the set up, installation, and configuration of new computers for the BDO environment for
an effective and reliable network computing. Ensures all department standard applications are
50% installed with the latest security patches, service packs, updates, and fixes. Helps plan the
migration of new computers and the redistribution of old computers for the BDO staff. Ensures all
relevant data is transferred between old and new computer and all applications are configured for
seamless network operations for the end user.

Provides support for BDO computer related technical issues related to hardware and software to
ensure the maximum uptime for users. This includes all issues with Microsoft operating systems,
software applications, and all "Off The Shelf" 3rd party software utilized by the staff of the BDO
which may involve testing, internet research, and contacting vendor support as required.
Troubleshoots, diagnoses, and repairs IT equipment failures and resolves issues by means of
running diagnostics and/or working with computer vendors support teams to identify failing
components; secures replacement parts for repair as needed.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Rodney Essex >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Assistant Information Systems Analyst 1380-1479-001 50000187 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

DTS/Customer Services Branch/Bay-Delta Office

Percent of
Time

Activity

30%

15%

5%

Installs and configures non-standard software applications purchased for the BDO to provide a
dependable and problem-free computing environment. This includes, but not limited to the
complex scientific and spatial data software requiring licensed management from dedicated
servers. Periodically check with the vendors web sites to see if updates, security patches or bug
fixes have been issued to resolve any known security vulnerabilities or problems with the specific
software. Ensure all non-standard applications on BDO computers are configured in a
standardized, uniform configuration to provide a consistent default profile for reliable operation for
all users. Document the process when needed for future reference.

Assist in supporting and updating the BDO Organization Unit's (OU) Microsoft's Windows Active
Directory (AD) to ensure users are provided effective, efficient and secure access to the
Department's network infrastructure. This includes maintaining computer accounts, user accounts
and group accounts. Ensure that all account resources are functional and available to all specific
individuals, computers and OU’s within DWR Microsoft AD Network. This includes enrolling and
attending educational training classes to be concurrent with Microsoft's emerging technological
changes.

Follow DWR's Division of Technology Services policy and procedures to insure that department
standards are implemented for secure computing environment on desktops, workstations and
servers supported by the Computer Assistance Section.

Assist in supporting and maintaining BDO's local Microsoft Windows Backup server using Veritas
Netbackup for reliable system backups for the staff. Monitor backup logs to ensure that user
storage areas are consistently being backed up. Sets up and configures, and maintains new and
existing printers in the BDO. Ensure that network printers are shared correctly from the servers
and configured with compatible drivers to accommodate different Windows platforms and
applications. May assist with project management of any special IT projects assigned to the
section.

Stay abreast of new evolving technology and conduct research of information technology add-on
equipment and/or software to ascertain the best and reliable products for particular needs within
the BDO. Work with vendors to acquire quotes and process requisitions as required.

As directed, prepares computers and associated equipment for surplus with the outgoing policy set
by the Department. (i.e. data and application eradication from installed storage devices.)
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Vacant DTS/Customer Services Branch/Bay-Delta Office
Percent of Activity

SPECIAL REQUIREMENTS:

Posses an aptitude for resolving information technology problems, as well as good communication

skills and relations with others. Conceptually, have an understanding of major computing
environments of information technology and understanding of networking fundamentals.
Knowledge of Windows operating systems, and a good familiarity with the Window Office

Professional suite.

Must be able to move equipment solely (25 Ibs, max.) or with assistance (75 Ibs max.)
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	activity: POSTION SUMMARY
This position reports to the Division of Technology Services, providing dedicated support to the Bay-Delta Office. Under general supervision in the Bay-Delta Office (BDO), Computer Assistance Section, the incumbent receives lead guidance from the Staff Information Systems Analysis (Specialist), providing assistance and support of information technology (IT) systems. 
Incumbent must adhere to all Department of Water Resources (DWR) IT Governance Standards and IT Policies as set by the Department’s Chief Information Officer.

ESSENTIAL FUNCTIONS:

This position requires the incumbent to work cooperatively with others, maintain regular, consistent, and predictable attendance, and exercise good judgement.  The specific essential functions are:

Assist in the set up, installation, and configuration of new computers for the BDO environment for an effective and reliable network computing.  Ensures all department standard applications are installed with the latest security patches, service packs, updates, and fixes.  Helps plan the migration of new computers and the redistribution of old computers for the BDO staff.  Ensures all relevant data is transferred between old and new computer and all applications are configured for seamless network operations for the end user.

Provides support for BDO computer related technical issues related to hardware and software to ensure the maximum uptime for users.  This includes all issues with Microsoft operating systems, software applications, and all "Off The Shelf" 3rd party software utilized by the staff of the BDO which may involve testing, internet research, and contacting vendor support as required.  Troubleshoots, diagnoses, and repairs IT equipment failures and resolves issues by means of running diagnostics and/or working with computer vendors support teams to identify failing components; secures replacement parts for repair as needed.


	classification: Assistant Information Systems Analyst
	appointee: Vacant
	dwr position number: 1380-1479-001
	sap personnel no:  
	sap position number: 50000187
	division: DTS/Customer Services Branch/Bay-Delta Office
	mcr: 1
	percent2: 30%
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	activity2: Installs and configures non-standard software applications purchased for the BDO to provide a dependable and problem-free computing environment.  This includes, but not limited to the complex scientific and spatial data software requiring licensed management from dedicated servers.  Periodically check with the vendors web sites to see if updates, security patches or bug fixes have been issued to resolve any known security vulnerabilities or problems with the specific software.  Ensure all non-standard applications on BDO computers are configured in a standardized, uniform configuration to provide a consistent default profile for reliable operation for all users.  Document the process when needed for future reference.

Assist in supporting and updating the BDO Organization Unit's (OU) Microsoft's Windows Active Directory (AD) to ensure users are provided effective, efficient and secure access to the Department's network infrastructure.  This includes maintaining computer accounts, user accounts and group accounts.  Ensure that all account resources are functional and available to all specific individuals, computers and OU’s within DWR Microsoft AD Network.  This includes enrolling and attending educational training classes to be concurrent with Microsoft's emerging technological changes. 

Follow DWR's Division of Technology Services policy and procedures to insure that department standards are implemented for secure computing environment on desktops, workstations and servers supported by the Computer Assistance Section.  

Assist in supporting and maintaining BDO's local Microsoft Windows Backup server using Veritas Netbackup for reliable system backups for the staff.  Monitor backup logs to ensure that user storage areas are consistently being backed up. Sets up and configures, and maintains new and existing printers in the BDO.  Ensure that network printers are shared correctly from the servers and configured with compatible drivers to accommodate different Windows platforms and applications. May assist with project management of any special IT projects assigned to the section.

Stay abreast of new evolving technology and conduct research of information technology add-on equipment and/or software to ascertain the best and reliable products for particular needs within the BDO.  Work with vendors to acquire quotes and process requisitions as required. 
As directed, prepares computers and associated equipment for surplus with the outgoing policy set by the Department. (i.e. data and application eradication from installed storage devices.)
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	activity3: SPECIAL REQUIREMENTS: 

Posses an aptitude for resolving information technology problems, as well as good communication skills and relations with others.  Conceptually, have an understanding of major computing environments of information technology and understanding of networking fundamentals.  Knowledge of Windows operating systems, and a good familiarity with the Window Office Professional suite.  

Must be able to move equipment solely (25 lbs, max.) or with assistance (75 lbs max.)







	supervisor name: Rodney Essex
	employee name: 


